TRAVEL M ANAGER PREPARER’ SGUIDE

AMEND A TRAVEL AUTHORIZATION

When atravel document has a status of Approved, A Travel Agent or Data link,

modifications to the document can only be made by preparing an amendment to
the document. This section covers the steps to amend an authorization.
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AMEND A TRAVEL

AUTHORIZATION

A. CREATE A NEW DOCUMENT

1. Click the Create a New Document link on the Document Toolbar on the left
side of the page. The New Document page will be displayed.

Setup Reports  Logout  Help

User:

Suzie L. Smith
Traveler:

¥ Create a Hew
Document
[+ Open Existing Document

[ Review Documents

[ Delete Documents

New Document

Quick Tip
To select atraveler, clidk on the EID or Traveler Name lookup button.
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Traveler Name
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Darniment Pranaratinn

For this Document you can:

Add Trawveler |to Trawel hanager
Auta Name |thisDocument

Creata Ithis Document

2. Sdlect Amendment from the Document Type drop down selection list and
click in the Document Name field. The Traveler Listing (Amendment) page

will be displayed.
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DBecuriert Type | AL -

Traveler List

Navrnment Prenaratinn

3. Click inthe Last Name field under the Enter Search Criteria area and enter
the last name of the traveler. The Traveler’s name will be displayed in the
Traveler List (Amendment) areaon the left side of the page.

Setup Reports  Logout  Help

User:

Susia L. Smith
Traveler:

b Create a Hew
Document
[ Open Existing Document

[ Review Documents
[ Delete Documents
[ Copy Document

[ Import Documents

Traveler Listing (Amendment)

Quick Tip
Type one or more letters of the travelers last name

and click Search. Then, click the travelers name to
list all documents.

Enter Search Criteria
Last Hame Idoe
Docurment Type |ALL 'l

Click on an entry to select it

Traveler List

Search Results Frew 40 Next 40

LOE, JOHN 122-33-0001

Dnriimeant Pranaratinn
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4. All documents thet are available to amend will be displayed in the Document
List in the Document Search (Amendment) area on the right.
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5. Click the Document icon of the document to be amended. The
Amendment page will be displayed.
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NOTE

Notice the Amendment Name is pre-filled with the name of the original
document and the last two (2) characters“-1" are added. Each time an
amendment is created for an authorization the number isincreased by one (1).
Never change the Amendment Name.

6. Click inthe Signature PIN field and enter the appropriate PIN.

7. Click the New Amendment button in the For This Document You
Can: areain the top right. The Document Summary page will be displayed.
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T T M IMenT Prenaearinn

i e Dooument Summary for Authorization 10cf-0715Tx-1
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8. Click the buttonin the For This Document You Can: areain the
top right, or click on the Itinerary link on the Document Toolbar on the left
side of the page. The Itinerary Information page will be displayed.
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B. ITINERARY
e ™ 1 - sment Prenaratinn

| e [imerary Information for 10cf-0715TX-1
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1. Review and make any changes to the itinerary page if necessary. If changes
are made be sure to click h in the For this Document you can: area.

2. Click the buttonin the For This Document You Can: areain the
top right, or click on the Ticketed Trans link on the Document Toolbar on
the left side of the page if any ticket information additions/changes are
necessary. The Ticketed Transportation page will be displayed.

C. TICKETED TRANSPORTATION
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1. Review and make any necessary changes to the ticketed transportation.

a. Click the Updateicon L] to edit Ticketed Transportation records for
necessary changes.
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b. Click the Delete icon to delete Ticketed Transportation records, if
necessary.

c. Click the Ticket buttonin the For this Document You Can: areain
the top right to add another ticket item if necessary.

2. Click the button in the For this Document you can: areain the top

right, or click on the Expenses link on the Document Toolbar on the left side
of the page if any expense additions/changes are necessary. The Expense
Entry page will be displayed.

D. EXPENSES

Mrrnrment Dransratinn

Expense Entry for 10cf-07 15TH-1
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1. Review and make any necessary changes to the expenses.
a. Click the Updateicon L] to edit Expense records for necessary changes.
b. Click the Delete icon to delete Expense records.

2. Click the button in the For This Document You Can: areain the
top right, or click the Lodging/M & | E link on the Document Toolbar on the
left sde of the page, if any Lodging or M&IE expense changes are necessary.
The Lodging/M& I E page will be displayed.
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E. LODGING/IM&IE
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1. Review and make any necessary changes to the Lodging/M& | E data.

2. Click onthe Update icon ¥ next to the date to modify lodging and/or mea
costs. The Update Lodging and M&IE page will be displayed.
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3. Click in the Lodging field in the Lodging area and change the amount.

4. Click the Expense Changes button in the For This Document Y ou
Can: areain thetop right. The Lodging/M&IE page will be re-displayed .
Notice the amount did not change. Note: The changeswill need to be
entered twice for the changesto take effect. Thisisa Gelco known defect
and we are currently working with them to alleviatethis situation.
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7. Click the button in the For this Document You Can: areain the
top right. The Master List of Other Authorizations page will be displayed.

F. OTHER AUTHORIZATIONS

1. There aretwo waysto display the Other Authorizations page. Thereisno
direct link to Other Authorizations on the Document toolbar on the left side of
the page as for al other areas within the document.

a. Click the buttonin the For this Document you can: areain

the top right of the Lodging/M& | E page as shown previously.
OR

b. Click the Document Summary link on the Document toolbar on the left
side of the page, and then click on the Other Authorizations Details link
located beside the Accounting Summary area of the Document Summary

page.

2. Thefollowing isasample list of available Other Authorizations. To select a
specific Other Authorization for the document, click on it. The selected Other
Authorization will be removed from the list and will be placed at the bottom
of the page in the Other Authorizations for Current Document area. This will
allow entry of any additional information required for approvals and/or will
cause the document to be routed to a specific reviewer/approver.

NOTE

The Other Authorizations with a double asterisk (**) indicates that
additional informationisrequired. After selection, the other authorization
must be clicked on at the bottom of the page to open a text area to enter
additional information.
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The Other Authorizations that arein UPPER CASE may cause conditional
routing to occur. For example, if 1% CLASSMODE** is selected, the
conditional Approver/Reviewer may be added to the routing list when the
authorization is stamped/signed. Since there are double asterisks as well,
additional information will need to be entered.

Master List of Other Authorizations

15T CLASS MODE ™

Aboard US Wesse] ™

Actual Lodging ™

Actual WEIE ™"

AIRCEAFT: COMTRACTOR CWYHED =
AIRCEAFT: SEE REMARKS ™
BUSINESS CLASS MODE =

COMNF LODGING ALLOWAHCE - NASA SPONSORED
Conference Allowance - Mon MASA
Contract Hotel *7

COTRE APPROWAL =F

Crriver or Pilot- ID passengers ™7
Excess Baggage ™

Extended ForeignfMon-Fareign % =7
Extended TD

FOREIGH TRAWEL AUTHORIEED
ZowtWehicle Authorized
INWVITATIONAL TRAWEL ™

LAEHOR hANAGEMENT MEETING
Leawve or persanal days taken ™
LOACOST/A DA NO COST =F

Lowwest Price Contract Carrier Mot Used™
hdilitary Personnel Lodging ™

hdilitary Personnel Meals ™

Mdilitary Personnel Travelar ™

Mon Contract Aidare ™*

Other 1 fadditional area for comments)

Other 2 fadditional area for comments)
Passenger - Identify DrivePilot *=
FERMISSIWVE TRAWEL

Eersl Pref: Commercial Transp.

Eersl Pref: Private by Cwned

Ferl Pref: Rental Acguired

EOW Advantageaus ™
FRE-EMFPLOYMEMT INTERWIEW
EROGRAMMATIC TRAWEL ™

3. Click on Other Authorization from the list.

4. Theselected item islisted at the bottom of the page in the Other
Authorizations on Current Authorization area. A justification for the other
authorization must be entered in the Comments field on the Comments page.

IFM Travel Manager Preparer’s Guide
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Other BAuthorizations on Current Buthorization

x Contract Hotel ™=

5. Click the buttonin the For this Document you can: area in

the top right, or click on the Accounting link on the Document toolbar on the
left side of the page. The Available Accounting Codes page will be displayed.

G. ACCOUNTING

This section describes the process for selecting and entering the accounting code
labels. The Travel Manager Account Code table will be populated with valid
combinations of the Financial Classification Structure (FCS) elements, which are
uniquely identified by the Account Code Label and the Organization. (There are two
FCS dements that MUST be entered manually into Travel Manager. They are the
Internal Order NASA Function Code prefix “FC” and the Object Class used to derive
the General Ledger account.)

A crosswalk of the Account Code Label/Organization and a listing of the travel object
classes can be found on the HQ Travel Manager website, , http://travel .hg.nasa.gov.
Click the Accounting Info link.

Selecting and Entering FCS Elementsin Travel Manager

1 Enter the Account Code Label on the Available Accounting Codes page.

Available Accounting Codes for 10-CFB06-16CA

% Quick Tip For this Document you can:
Once two or more accounting codes are selected, the Allocation button is enakbled. Chan t ) —
ge | o & Different Craanization
Enter Search Criteria | Add | Mewe Sccounting Code
Accounting Code  [[0501(00<0045423 Search | Retrieve | | Back | Continue

Master Accountin q Codes Click Accounting Label to add to Document
Search Resulis Prev 10 Hext 10

abel Ri:!-&s-‘.‘lf’hlﬂ E.i.:IFJ:-_l.gGEE'-'_.

2 Click the _Reti=ve | hutton. The account code label will be displayed in the
Master Accounting Codes area.
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NOTE

DO NOT click on the Add New Accounting Code. If the“ Add” button is
used, the accounting information will not be pulled into the document and it
will not route for the account review.

3. Click on the Label under the Master Accounting Codes area and the account code
will be added to the bottom half of the page in the Accounting Codes for Current
Document area. Review the Classification Code to make sure it is the correct
code for the organization funding the trip. An organizational account code
crosswalk is posted on the Travel Manager website, http://travel .hg.nasa.gov.
Click the Accounting Info link.

NOTE
Always select the account code with Organization 10.

Available Accounting Codes for 10-CFA08-01DC

Quick Tip For this Docu meni:.]",rnu can:
Once tywo or more accounting codes are selected, the Allocstion button is : e
ehblet to & Different Croanization
Enter Search Criteria Add | Meve Ancounting Code
Accounting Code |30 (140045423 Search | Retrieve | Back | Continue

Master Accounting Codes Click Accourting Lakel to add to Document

abel ( tion 'ffigg:éle. :

10 D001 00045423 090-10-C1, SAT4220030. .. ... ..

unting Codes for 10-CFA0G01DC

Zation

[
ff? K 1 D090 0XX0045423 090-10-C1, SAT4220030. .. ... .. Extended

7 et % Delete

4. Click the Update icon J next to the desired labdl in the lower portion of the
screen to edit the Accounting Code information. The Update Accounting Code

page will be displayed. (Note: click the Delete icon X to delete an account code
record from the travel document if you will no longer be allocating expenses to
the account.)
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NOTE
The Organization field defaultsto “ 10" . DO NOT changeit for any reason.

Update Accounting Code for 10-CFA08-01DC

Quick Tip For this Docur
You must enter an account label before Updating the Extended Acct Codes. Update |Edendsd Acct Codes
Label  [DOSDI 20045423 I Save Accounting Savefil

code and extended

Accourting codes to Cancel | Acct Code Updates

Organization 10 - A
WBS  |090-10-C1 Internal Ord  [FC100200
Fund  [SAT422003D ObjClass  [2121
Hetifict | |
Funds Res | I
Res Line tm | I

5. Enter FC100200 in the Internal Ord field. Thisisthe assigned Internal Order
number for Headquarters. Thisis areguired field.

6. Enter the Object Class Code. For example 2121 for General Administrative
Travel (Domestic). The Object Class code is used to derive the appropriate
Genera Ledger account for financial postings. Thisisareguired field. A listing
of travel object classesis available on the NASA HQ Travel Manager website,
http://travel.hg.nasa.gov. Click the Accounting Info link.

NOTE

The Object Class Code and the Internal Order arereguired on all travel
documents. The SAP accounting system will rgect all documents without the
Internal Order and Object Class Code included.

The Object Class Codes can be found in the Financial Management Manual (FMM)
or on the NASA HQ Travel web page located at http://travel.hg.nasa.gov/.

7. Click the Acct Code Updates button in the For this Document you can:
areain the top right. The Available Accounting Codes page will be re- displayed.
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Available Accounting Codes for 10-CFAO08-01DC

For this Document you can:

Quick Tip
Once tywo or more accounting codes are selected, the Allocation button is ; S
enabled. Change |t|:| A Different Organization
Enter Search Criteria Add | New Accounting Code
Accounting Code I R | A | Back | T o

Master Accounting Codes
Search Results

Organization

Prev 10 Hext 10

Accounting Codes for 10-CFA0S.01DC

Organization

ation Cocde

ﬁ x 10 D001 ORKO045423 090-10-C1. SAT4220030. . FCI00200. 2121, .. Extended

& et 3 pelete

8. If asecond account code is added, an Allocate link is displayed to the right of the
Extended Code column. Click on Allocate to add expenses to different account
codes. The Accounting Allocation Summary page will be displayed.

Available Accounting Codes for 10-CFAQ8-01DC

For this Document you can:

Quick Tip
Once two or more accounting codes are selected, the Allocation button is . "
enshled. to & Different Organization
Enter Search Criteria Add | New Accourting Code
Accounting Code I Search I Retrieve I Back I Continue

coounting Label to add to Document

Master Accounting Codes
Search Results

Prev {0 Hext10

Accounting Codes for 10-CFA0S01DC Click an item to edit/elste it

p Tation ion Code

d? X 10 DOA01 RM0045425 080-10-C1. SAT4220030. . FC100200. 2121 .. Extended Allocate

# 5 g DO9010XX013H423 090-10-H HEF4220030. . FC100200 2121, Extenced Allocate
& et K elete
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Accounting Allocation Summary for 10-CFAQ8-01DC

Quick Tip For this Document you can:
Expenzes can be allocated by expense type, percent, date, expense category, or Close | inotton s ereen |
amourt.

Accounting Allocation Summary

Drganizatio akel &maurit : it
10 DOS0 M X004=4 23 G500
D090 001 3H4 23

Expense Cateqory
0.00 o & Expense Cateqory

pense Category A mount
COM.CARIER 100.00

LODGIMG 356.00 )

TAZIE 95.00 LODGING  356.00

OTHER 0.0o MEIE 93.00
(]}

RENTAL CAR 100,00 OTHER

REMTAL
CAR -

Expense Category Allocation Breakdown for 'D09010XX013H423"

Expense Category  |Amount
COM CARIER 0.00
LODGIMG 0.00
MEIE .00
OTHER 0.00
REMTAL CAR 0.00

9. When there is more than one accounting code on a document the default is
assigned to the first accounting code. Expenses may be allocated across multiple
accounting codes using the five methods that are available in the Accounting
Code Allocation Summary area of the Accounting Allocation Summary page.

a. Percent indicates the percentage of total costs to each accounting code (e.g.,
one accounting code pays 70% and the other pays 30%).

To allocate funds using this method:

(1) Click on the zero in the Percent column. The Allocate by Percent page
will be displayed. Indicate in the percent field the alocation of funds
between the account codes.

(2) Click the Per cent Changes button in the For this Document you
can: areain the top right. The Accounting Allocation Summary page is
displayed again.

(3) Click the _Close | Ajjocation Screen button to return to the Available

Accounting Codes page.
(4) Click ‘ button to continue processing the document.

b. Date alows alocation according to when the expense occurred (e.g., one

accounting code pays for the first two days of travel, and the other pays for the
remaining days).
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To allocate funds using this method:

(1) Click on the asterisk (*) in the Date column. The Allocate by Date page
will be displayed.

(2) Type in the begin date in the Begin Date (mm/dd/yy) field.

(3) Click Date Changes button. The Accounting Allocation
Summary page is displayed again.

(4) Click the _Close | A1 ocation Screen button to return to the Available
Accounting Codes page.

(5) Click to continue processing the document.

b. Expense Category indicates which expense category is assigned to an
accounting code (e.g., one accounting code pays for lodging and the other
accounting code pays for al other expenses)

To allocate funds using this method:

(2) Click onthe Expense Category link displayed in the Allocate By column.
The Allocate by Expense Category page will be displayed.

(2) Select the appropriate accounting code label for the expense.

(3) Click the Allocation Changes button in the For this Document
you can: areain the upper right corner.

c. Expense indicates which specific expense is assigned to which accounting
code (e.g., one accounting code pays for M&IE and another pays the other
EXPenses).

To allocate funds using this method:

(1) Click the Expense link in the Allocate By column. The Allocate by
Expense page will be displayed.

(2) Click the arrow on the drop down list in the Organization/Label column to
select the account code to be charge for the expense.

(3) Click Expense Allocations in the For this Document you can:
area in the top right area.
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(4) When all expenses have been allocated to the appropriate account code
click the Done Save & Exit Allocations button in the For this Document
you can: areain thetop right. The Accounting Allocation Summary page
will be re-displayed.

(5) Click _Close || ocation Screento return to the Available Accounting
Codes page.

(6) Click to continue processing the document.

d. Amount indicates the amount of each expense item to allocate to an
accounting code.

To allocate funds using this method:

(2) Click onthe Amount link in the Allocate By Amount column listed under
the Break by Expense Category. The Allocate By Expense Category
Amount page will be displayed.

(2) Enter the dollar amount to be allocated for the expense category in the
amount column.

(3) Click Amount Changesin the For this Document you can: area
in the top right.

(4) Continue for each expense category listed.

(5) When finished click Done Save & Exit Allocations in the For this
Document you can: areain the top right. The Accounting Allocation
Summary page will be re-displayed.

(6) Click _Close | Ajjocation Screento return to the Available Accounti ng
Codes page.

(7) Click the button to continue processing the document.

H. TOTALS

The Totals page summarizes the details of the expenses by category, organization,
and accounting labels. The voucher will not be processed if the total amount
claimed exceeds the total estimated expenses by 125% or more. In this case, an
amendment to the authorization will be required prior to submitting the voucher.
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1. The Expense Category Details area, in the middle of the page, shows the
allocations of funds by expense category. An account label in the Expense
Category Advance Details area shows if an advance has been requested.

2. Click the buttonin the For this Document you can: areain the top

right, or click on the Comments link on the Document Toolbar on the left
side of the page. The Comments page will be displayed.
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1. Click in the Comments field and enter the reason for the amendment. Notein
the area any justifications that need to cited.

2. Click the Comments button in the For this Document you can: area
in the top right. The Document Summary page will be displayed.

3. On the Document Summary page, click the Document Status link on the
Document toolbar on the left side of the page or click the Document Status
link on the Document Summary page. The Status page will be displayed.
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J. DOCUMENT STATUS
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1. The Statusto Apply is set at the default status, SIGNED. DO NOT CHANGE
THISVALUE.

2. Click in the Signature PIN box and enter the PIN.
3. Click the and Submit Document button in the For this Document
you can: areain the top right. The Pre-Audit Results page will be displayed.

K. PERFORM PRE-AUDITS
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1. Review the Pre-Audit Results for the amended authorization.

2. If any item needs attention, the word ‘ FAIL’ will be in the Status column. A
comment describing the failure will appear in the Comments column as shown
above. A ‘FAIL’ isaflagto draw attention to a particular process to ensure
the Preparer has entered/reviewed the data correctly. A FAIL status will not
prevent the document from routing.

NOTE

If changes are necessary to the document prior to signing click on the

Pre-Audit Results button in the For this Document you can: area
in the top right. The document will not be signed and will not route. The
document can be modified without adjustment at this time.

3. Click the Stamping the Document button in the For this

Document you can: areain the top right. The document is complete and has
been routed.

An e-mail message will be sent to the first person in the routing list stating that
a document requires attention in the Travel Manager System.

NOTE

The authorization is approved when the final person in the routing list
has stamped the document.

E-mail is sent to the Traveler to confirm the document has been
processed.

The Traveler can print the authorization any time after the document has
been stamped by the final person in the routing list.
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